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How to Write a Gratitude Class Meeting Plan: Objectives,

Procedure, Roles, Supplies

Whether a gratitude class meeting plan can actually be carried out depends on how
detailed its four blocks are: objectives, procedure, roles, and supplies. Here is how

to write each part, in the order of drafting.

Three objectives are enough, one sentence each, and each must be checkable. The
first is cognitive: students can name three specific things their teachers have done
for them. The second is expression: every student writes and gives away a handmade
card. The third is class atmosphere: within one week after the meeting, the number of
late duty shifts drops. Do not write untestable lines like cultivating a spirit of

gratitude.

The procedure is the skeleton. For a 40-minute period, schedule by the minute.

Opening, 5 minutes: the host introduces the theme, no long videos. Student story
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sharing, 15 minutes: four students arranged in advance speak two minutes each about a
real event with a teacher. Poetry recitation, 10 minutes: two to four students recite
a short poem, rehearsed a week ahead. Card giving, 8 minutes: the whole class
presents cards written before class to the subject teachers invited into the room.
Homeroom teacher’s summary, 2 minutes. Mark each segment with its person in charge

and duration; the total must fit one period.

The role table is one line per person. The class monitor is overall in charge and
handles surprises; the study commissary collects and keeps the cards; the publicity
commissary writes the blackboard, draws the layout, and takes photos; the arts
commissary runs the recitation rehearsal and background music; the sports commissary
moves desks and sets up the room. Write a deliverable after each name, for example:

the publicity commissary delivers at least ten photos.

List supplies with quantities: 44 sheets of card stock, 4 boxes of colored pens,
44 envelopes, 2 rolls of tape, 4 printed recitation scripts, 2 spare microphone
batteries, 1 camera or phone. Cards are written together in the Chinese class three
days before the meeting, so there is no rush on the day. Invite subject teachers by
having the study commissary deliver handwritten invitations two days ahead, not just

a message in the class group chat.

Add one contingency line at the end. If a teacher cannot come, class
representatives deliver the cards in person and record a video; if a reciter freezes
on stage, pair students to take turns. Two contingencies written down, and the day

stays calm.
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A Complete Sample Plan for a Teacher Gratitude Class
Meeting, With Commentary

Below is a complete sample plan for a gratitude class meeting, designed for a
class of 44 in one 40-minute period, with all three required segments, followed on

what is reusable.

Theme: My Teachers, Thank You. Time: the class meeting period one week before
Teacher’ s Day. Place: our classroom. Attendees: all 44 students, the homeroom

teacher, and the invited Chinese, math, and English teachers.

Objectives: one, each student can name one specific thing a teacher did for them;
two, all 44 handwritten cards are given away; three, zero late records in the class

for one week after the meeting.

Procedure: 18:00-18:05 the host opens, states the theme, introduces the teachers
present. 18:05-18:20 story sharing, four students speak two minutes each on the topic
A Small Thing Between Me and a Teacher, scripts submitted to the study commissary two
days early. 18:20-18:30 poetry recitation, two students recite our own short poem The

Teacher’ s Chalk with music, arranged by the arts commissary. 18:30-18:38 card giving,
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the three teachers stand in a row, and each group comes up in turn to hand over cards
with both hands and say one line of thanks. 18:38-18:40 the homeroom teacher
summarizes and assigns homework: show the sentence you most want to say to your

teacher to your parents.

Roles: class monitor in overall charge; study commissary collects cards and
delivers invitations; publicity commissary does the blackboard and photos; arts
commissary runs the recitation and music; sports commissary arranges desks and

borrows the microphone; group leaders keep their groups orderly.

Supplies: 44 card stock sheets, 4 pen boxes, 44 envelopes, 4 invitations, 2
recitation scripts, 1 microphone, 2 batteries, 1 phone stand. Cards finished in

Chinese class three days prior; invitations delivered two days prior.

Contingencies: if a teacher has a conflict, class representatives hand over the
card and record a video; if the recitation stumbles, the arts commissary covers with

music and two standbys step in.

Commentary. Four reusable points. First, time is written to the minute: 18:00 to
18:40 fits exactly one period, every segment has start and end points, no overrun.
Second, the three required segments carry hard numbers: four speakers at two minutes
with scripts pre—-checked; two reciters with a self-written poem; 44 cards all
delivered with both hands plus one spoken line — the segments are not perfunctory.
Third, roles list duties, not slogans; even the invitations belong to the study
commissary, so nothing floats without an owner. Fourth, supplies map one—to—one to
segments: cards to the giving segment, batteries to the microphone; miss one item and

the day jams.

Things to change for your own class: headcount, times, number of invited
teachers; story speakers must be recruited in advance, never ambushed on stage; if
students cannot write their own poem, use a short poem from the textbook. Have the
homeroom teacher sign the plan, and report any supply cost over fifty yuan to the

parents’ committee first.
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Seven Common Mistakes in Planning a Gratitude Class

Meeting and How to Fix Them

A class meeting plan that reads well but flops on stage usually had landmines

planted at the planning stage. Here are seven common mistakes with fixes.

Mistake one: objectives written as slogans. Thank teachers, elevate emotions
cannot be checked after the meeting. Replace them with countable targets: how many

cards given, how many students spoke, how many late arrivals in the following week.

Mistake two: too many segments. Seven segments crammed into 40 minutes, five
minutes each; the story sharing barely lands before the next one starts, and the
whole meeting feels rushed. Keep three main segments plus opening and summary, cut

the rest — fewer segments done completely beat many done halfway.

Mistake three: ambushing story speakers on stage. The host asks who would like to
share, the class looks down, half a minute of silence. Recruit four students a week
ahead, have scripts submitted to the study commissary two days early, and let

speakers bring an outline, not the full text.

Mistake four: writing cards on the day. Students start writing only after the
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paper is handed out; cards go unfinished and undelivered, the segment runs over.
Cards are written and sealed in class three days earlier; the meeting is only for

giving.

Mistake five: choosing a long poem for recitation. A twenty—-line poem the
students cannot memorize leads to blanking on stage. Choose a short poem of eight to
twelve lines, rehearse three times in a week, and pair reciters so one can pick up if
the other stalls.

Mistake six: not inviting subject teachers. The meeting thanks only the homeroom
teacher; math and English teachers never hear about it and miss being thanked.
Deliver handwritten invitations two days ahead, and design the receiving line around

whoever actually attends.

Mistake seven: roles listing only committee names. One publicity commissary does
the blackboard, photos, and the microphone at once, and is everywhere and nowhere.
One line per person with a deliverable: split photos, blackboard, and equipment among

three people.

After fixing these seven, self-check once more: does every segment have a person
in charge, start and end times, and a backup; can every item on the supply list be

ready the day before. All three present, and the plan can actually run.

One last detail: on the day the meeting ends, post the photos and card contents
to the class group chat so the subject teachers see the feedback — gratitude then
extends beyond the classroom. Write this step into the role table under the publicity

commissary, done the same day.
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